Office of Research Services and March 8, 2004
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E-PCS

Quick tour

A screen by screen overview guide to the
Electronic Proposal Clearance System

Office of Research Services and Administration
University of Oregon

This slideshow is an overview of the features and capabilities of the Electronic
Proposal Clearance System. It addresses entering and customizing the system,
navigation, and explores some of the basic functions.

It does not address content issues. For help with content issues, please refer to the
full User Manual
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Quicktour instructions

Close this window to exit the tour, you
will be returned to the E-PCS system

This Quicktour is not comprehensive.
Read the User Manual for complete
information.

Click a subject in the left pane to
advance from slide to slide or use the

& 2 arrows below

This slide show was optimized for Netscape version 4 or higher. If you are able to
use Internet Explorer version 6 or higher, you will be able to resize the frames.
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Production System

Enter your name and
password

If you need help with
logging in, select the
situation that applies to
you

™ ot

Practice System

Choose a user role
from the table on the
screen.

The password for all
users is temp123

Enter your user name and password.

March 8, 2004

If this is your first time logging in, use the User Name and Password sent to you by

ORSA. If you need help with a first time login, use the second link of the help

section.

If you have forgotten your password, click on the “Forgot Password” link.

If you have forgotten both your user name and password, please contact ORSA’s
Technical support @ 6-5131.

The “Take the E-PCS Quicktour” link in the help box leads to this slideshow.

Using the practice system, you can simulate any of the roles within E-PCS.
Depending on your role, some buttons and fields may or may not be available.

Using the practice system, you can simulate the proposal process from creation to
final approval.
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Logging Out

A logout link is
available on the upper
right corner of every
screen and as an
option on the main
menu

Always log out
after you are
done

You can log out from any screen within E-PCS. For security reasons, it is important
to remember to log out before shutting down your browser. If you do not log out,
somebody can sit down at your computer, start up your browser and possibly be
able to log into your session.

It is always a good idea to log out from any secure connection, such as banking
applications and E-PCS, and then shut down and restart your browser before
surfing to other pages.
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Main Menu

Need help?

Help is also
available while
preparing a
proposal record

Help

* 12 Sten Getting Started Guids
| Syicktowr

E-PCS Main Menu

Electronlc Propodal Clearance System

e fEdit Proposals

Reports

wer Maintenance

.......

Look here for
announcements
and system
messages

Text menu

March 8, 2004

The main E-PCS menu. From here you can access your proposals, run reports,
change your user name and e-mail preferences, change your password, or logout.
The second row shows that we are recording your user name, your computer’s IP

address and the last time you logged in.

The very last line tells you how to contact our office if you have trouble, and is

available on every screen of the system.
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User Maintenance

E-PCE: User Maintenance

You can
change
your user
name

If you are a person authorized to approve
proposals, you will also be able to assign delegates
on this page.

Your personal
information is
obtained from
Banner. If it is not

| correct, it has to

be changed in
Banner

Control your e-mail
volume and
change security
options.

On the User Maintenance screen, you can change your User Name (yes, it can

March 8, 2004

have spaces) and E-PCS specific system information. All of the other information is
derived from your Human Resources entry in Banner. If it is not correct, it must be

changed in Banner.

If you do not anticipate using the system from off campus, please leave the “Restrict

access” setting as “Yes.”

The other checkboxes enable you to control how much e-mail you will receive as

your proposal goes through the approval process. Pls and DGAs will always be

notified immediately if anyone declines to approve a proposal they are involved in.

Information can not be changed in the practice system.
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Proposal Menu
Add New
Pr0p05a|5\‘ E-PCE: Proposal Clearance
- T . —Use
Status Key fRErucasesr iy : - search
function
to filter
the list
Clickable ——»
links to
proposals -
Your role
on each
Grant proposal
Number, if
known
More proposals, if any

Here you can add new proposals and templates; and edit proposals currently in
progress. The proposal numbers are the links to your proposals.
You will only be able to see proposals that you are affiliated with.

Proposals will remain available indefinitely, if you find that you have too many
proposals on your menu, use the search criteria to reduce the number of visible
choices.

Proposals that were created before the E-PCS system became available can be
accessed by clicking the ‘View Old PPS Information’ link. The exact date will be
specified on the web site.

c 2004, University of Oregon 7



Office of Research Services and
Administration, University of Oregon

Searching for a proposal

+ Search for proposal: ([ - 1n Progress, B - Finalized by P1, B- Aferouad by ORSA]
EPCE#: PI Last Narmne: crasted; LRE0IN 3 Months. x|

Yithin 3

Status: I all Proposals »| sSearch I

Wwithin 12 Months

EPCS # Grant # Title Within & Manths
[ zos TeA test
[ zo4 TBA test
Dzos TeA

My Role
View Only
Wigw Only
Wiew Only

*The proposal number
*The PI's last name
*How recently it was created

elts status (In progress or Finalized)

If your list of proposals gets too long, you can filter it via several criteria:

You can specify a variety of criteria to search for proposals in progress: The
proposal number, the PI's name; how recently it was created, or whether it is in

progress or finalized.

c 2004, University of Oregon
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If you are a
Principal
Investigator:

you can start new
proposals only for
yourself.

If you are a grant

administrator:
you can start a
proposal for any Pl

In either case, you
must select the
submitting unit and
what type of
application this is

Add New Proposal

E-PC8: Add New Proposal

+ Add new proposal:

Submitting Unit: | 221100 ABA, Office of the Dean =
oL s [ Eric - Rsch Tnst of Molecular oi ®
Application Type:lNew x| add propasal

* 1f the submitting unit is net listed, step and contact Research Services immediately,

+ Add new proposal from template:
Templter [test =]

Application Type: | New =] add

+ Return to Proposal Clearance

Home | Proposal Clearance | User Maintenance | Change Passuer d | Legout
i sshapiro | IP Address: 128,223,56,11% | Login timei01:44 PM 08-Mar-0¢

istance contact ORSA at 541-346-5131 or email Research_Services@orsa,ucregon.

edu

Principal Investigators may add new proposals only with themselves as the PI.
Grant administrators can choose which PI will be leading the project.

You must also select the unit that is submitting the proposal and what type of

application this is (new, renewal, continuation, etc).

March 8, 2004

If a unit or Pl is not listed in the pull down choices, stop and call ORSA immediately.
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Templates

O E-pcs Home

Logout

E-PCS: Manage Templates

+ ndd new proposal from template:

Template: Itest =l
Application Type: | New =l AddI

* Add new template:

Submitting Unit: [ 221100 ARA, Office of the Dean IR
Pl | ", Eric x|
Ternplate Narne: | Add Template I

The terplate narme should be a description of the template (i.e. NSF Template for Mol, Bio.)
* If the submitting unit is not listed, stop and contact Researc h Services imme distely.
* Templates List Click on description to edit a template,

emplate #| Description |
3 [test |

#+ Return to Proposal Clearance

You can create templates containing information that tends to repeat over
numerous proposals.

When it's time to start a new proposal, add it using the data in the template to avoid
having to reenter the information by hand. You can create as many templates as
you like. Templates can not be shared between different users.
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Proposal Screen Areas

—
Project

Funding Source Proposal Key Personnel

Collaboration

ag
Il _Compliance | Award |  Space | Tech3ransfer | Other UD Issues | GSpecial | Approwsts—|

Title:

test

® (255 char max)
)

words | COS Search

Upload an shstract ¥ version: Joraft =1
i gressicﬁ 'Iton. Upload a description % | ¥iew uploaded description (19 KB) vaysion: | Draft 3(| .

Help

Project Start Date: [01-Dec-04  ®  projact End Date:I3D’NUV’95 -
estricted Data: l' Proprictary Infarmation: ]
Humber of Students Paid Undergrad: [0 Grad: |0 3
grad: rads [0 (Students patd by grant money only)
4

Project

e: | Research %

If rultiple proje ==, give the percantages that apply to sach project type, Tof ould = 100%,

.
3
3 i
3
9 .
IS a Researd nl0 o Tmeww =l publi : = %  Total: |0 %
q Geographic area of impact (list |argest entitins affectad: cities, counties, states):
click E’z‘l EHIT D
or
h ™ section Fimsh6 Save | 53V55> Updated: 3/5/04 9:01 AM iddose)
p one Py assifance comtart 41-346-5131 or emal | Research_Sen edu
call
away

1. Header area: Identifies the Proposal Number, PI and title of the proposal

Utility Buttons: Hovering the mouse over the buttons on the screen will pop up
an explanation box on most browsers (if javascript is enabled). These buttons
will be different depending on your role in the proposal

Check Proposal: checks to confirm that required fields are
filled in

Approve: Give your approval that the proposal is OK to
submit. Your password is required to approve or decline to
approve a proposal.

Notes: Create and read notes to yourself or other people
about the proposal

Print/View: Create one long page for the proposal that can
be viewed or printed

Copy: Create a new proposal based on this proposal

Delete: Marks the proposal as deleted. Users will no longer
be able to access the proposal. If you need it back, contact
ORSA

Help Section: Several different types of help are always
available

Exit: Back to main E-PCS menu

3. Tabs: Each tab represents a proposal section (4) containing fields for you to
enter. Hitting a tab will show that screen.

¢ 2004, Univesiy Q<R ¢8@Main data entry area for each tab.
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Screen Icons

Context sensitive help

View notes accompanying approval or decline
View delegates

Personnel information about person
Send e-mail to person

This field is required before the proposal can be finalized

?: Click for context sensitive help
Envelope: Open an e-mail link to the person
Magnifying Glass: Open person’s information profile

Red Dot: this field is required before you will be able to finalize

Person: will popup a list of delegates for the approver

March 8, 2004

Note: Notes added by person who approved or declined to approve the proposal

c 2004, University of Oregon
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Pulldowns

€ubmitting Unit: 226420 Camraunication Disarders & Sciences v | %)

226420 Communication Disorders & Sciences
&0 Caonnselin h
226440 Counseling, Family & Human Services

E-rnail address o1 220500 Dance, Department of

226480 Early Intervention Program
226200 IntoCareers

Murnber of copies 229300 CGregon Bach Festival
229000 School of Music

If proposal is beil

Sponsor Delivery Address: ¢ 1T Eoody EooOOv AvENUE

March 8, 2004

You may only select from the choices listed in the pull down boxes. If you need to
enter something that is not available, contact ORSA.

In the special cases of Funding Agency and Key Personnel, if the choice is not

listed, you may select the See Below or Not Listed option and enter the information
in the text box provided.

c 2004, University of Oregon
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Uploading files

er Template for PI1
5:_“3‘_5“ 121 unding Source Proposal Key Personnel Collaboration Budget
[l | Compliance | Award [ Space | Tech Transfer | Other UQ Issues | Special | Approvals

ek Title:
ﬁ Proposal
g Approve

Project: based on Master Template for PIL

COS Keywords: |

——FFindkevwords | COS Search

® (255 char max)
Q

@ Motes (0] Abstract: Upload an sbstract % | View uploaded abstract o
ere
3

il i Progress i
!ﬂ E:L";oﬂ;';iw Proteet Dassntion: Unload a description ¥ | View uploaded descrition (13 Ke) v,

ey anty)

% CopylRevise Broject Start Date: |26- 1AM T2 pysiact Fod Date; [27-Jan-04  ®
[ oetete Restricted Data: | Proprictary Infarmation: |
o
Number of Students Paid Undergrad: |0 Grad: |9 3 (Studants paid by grant mon
o User Manual Project Type: | Instruction %
o Fiald Indax ) _ )
e Required Fislds | If multiple project types, give the percentages that apply to each project type, Total should = 100%.
]

:[!::iw Researd b 1100 =] 5 pnstction: |0 e publicsemice: |0 Tl s Total 100 %

Geographic area of impact (list largest entities affected: cities, counties, states):

EXIT I

Logged in as:
dean2

™ Saction Finished ** FInALIZED **

Updated: 2/23/04 3:08 PM (DGA4)

contact ORSA at 541-348-5131 or

=rnail Research_Services@arzs uoregan.edu

You can upload files from your workstation or network disk drive.

March 8, 2004

Macintosh and other non-windows users should append file type extensions to the

names of files being uploaded.

Once you've uploaded a file, you can view it by clicking the ‘View’ link.

If you wish to change the uploaded file, you must make changes in your local copy

and then upload the new version.

If available, we recommend that you upload PDF documents, so that they can be
viewed on a variety of computer platforms.

c 2004, University of Oregon
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Checking a Proposal

&) E-PCS Proposal B - Netscape !EH
I File Edit Wew Go Bookmarks Tools ‘window Help
Close window | check again |  Gheck Proposal Results Proposal: 5
Ervar Section Field Name Description
Type
o - Budget Detail o Fidals

Errar Budget Detail Section CREA Hame This field is required and rmay not be left blank
Error___ Personnel Effort Effort must be entered for PLs and CoPls.
Error Project Project End Date This field is required to have = non-zere/non-blank value
Error Project Start Date This field is required to have = non-zero/non-blank value

User Mame for

Wi arning Abstract File This field shauld not be left blank
e arning User Mame far 10 goid chould not be left blank
Description
\Errar Proposal Due Date This field iz required to have a non-zero/non-blank value

rarming :Zace Building for

wirments-construction frenovation  Prirmars Adtivity 1115 figld should have a nen-zers/neon-blank value

Warning Sponsor Prc_ugra_rn This field should not be left blank
guidelines
[ — The proposal must have a spenzar. If the spansor iz not an the
pulldown list, then erter what vou know in the description box.
Error Total &
W arning 4
f

You may Check a proposal at any time. The check procedure will reveal if any
required fields are not filled in. In addition, some simple data checking is performed
to validate your data (example: a start date must be prior to an end date).

Errors will prevent the proposal from finalizing. Warnings are for your information,
and will not stop finalization.

You can leave the window open while you make corrections, and recheck as
necessary.

Checking a proposal can take up to a minute to respond - please be patient.
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Only the Pl or a PI
delegate can finalize a

Finalizing a Proposal

False P Hurnb 1 and 1

proposal. O E-pes tome | patarm t
E‘iﬁs'ﬂ 44 P Project Funding Source Proposal Key Personnel Collaboration Budget
i Compliance | Award | Space | Tech Transfer | Other UO Issues | Special | Approvals

The finalization is the
PI's certification and
signature.

As a security

The Principal Investigator must FINALIZE AND CERTIFY THE PROPOSAL:

precaution, the Pl is

required to enter his or

her password at the

Logged in.ast
adz

time of finalization. — k=

Updated: 1/25/04 10:03 AM (depthesd3)

contact ORSA t 541-346-5131 or ernal | Researd) h_se 4

Once the proposal is finalized, it can not be edited.

After a proposal has been finalized, the only thing that can be changed are the

March 8, 2004

approvers. You may not change anything else (note: the save buttons will not be on

the screen).

If you must change an proposal after finalizing it, you will have to use the

Revise/Replace option of the “Copy Proposal” function. You will have to go through

the approval process again.

c 2004, University of Oregon
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Copy/Replace/Revise

A proposal can be copied,

creating a brand new proposal

record. This is useful for

continuatons, ———

Specify the application type of the
new record

After finalizing, a proposal can be
copied, revised or replaced.

A revised or replaced proposal is
linked to the original proposal.

Copying will duplicate all of the information on a proposal (except approvals and key
personnel) to a new record. You will have to specify the application type of the
copied proposal, so it can be correctly linked to the existing proposal.

Prior to finalizing a proposal, it can only be copied.

After it is finalized, it can be Copied, Replaced or Revised.

Replacements and revisions are cross-linked with their original records, meaning
that there will be a clickable link created so you can quickly navigate between the
records.
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Approving a Proposal

An approver will see
proposal(s) waiting for

approval M
menu

When the approver clicks the link in
their e-mail or on the top of their
menu, the system will direct them
automatically to a summary page.

The summary page lists key points of
the proposal.

The approver may also click any tab to
view detailed information. When ready
to approve or decline, clicking the
“Approve” icon will return them to the
summary page.

0 £pcs 4me

E-PCS: Proposal Clearance

¥ roposasecuiring pour sppoval

EPCS# Title
44 Detenrination o Flse Pims furoers between 1 209 3

+ Add New Proposal (Pleass induds ya.- -eal rame in the proposal tle to help avcid confusion)

+ Manage Templates

+ Yiew 0ld PPS Information (PRS infomnatior s not included itz Fracice Susterr)

March 8, 2004

If you are the PI, CoPI, unit head, or other person with approval responsibility, you
will receive an e-mail from Research Services indicating that a proposal is ready for
your review. A hot link to the proposal is included in the e-mail.

After you are satisfied as to the contents of the proposal, click the Approve button.
You will be required to then enter your password prior to Approving or Declining the

proposal. The Pl and DGA will receive immediate notification if the approval is

declined.

c 2004, University of Oregon
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End of Quicktour

E-PCS has many more features not covered in the
Quicktour. Please check all of the links and buttons in
the practice system to see what they do

If you have any additional questions that are not
addressed here or in the User Manual, please contact
our office for help

Screen prints are helpful so we can see what you were
looking at when you experienced problems

(541) 346-5131 [6-5131]
Research_Services@orsa.uoregon.edu

c 2004, University of Oregon
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